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INTRODUCTION

INFOhio is a comprehensive solution for meeting K-12 students’ information needs.  INFOhio has five components:  library automation - software for K-12 library/media centers, media booking - software for state-funded area media centers and special education regional resource centers, union catalog - catalog of electronic records for K-12 materials held by participating schools, electronic resources - on-line databases of full text, abstracts, and bibliographic indexes, and instructional development - a model for improving literacy skills.

Library Automation

INFOhio uses the DRA/MultiLIS software, now installed in 22 of Ohio’s 23 DASites.  This sophisticated library automation software allows member schools to use several modules and features.

· OPAC - On-line public access catalog is the online text-based equivalent of the paper card catalog.  Up to 20 fields can be searched such as Subject, Author, Title, Keyword, and Document type.  Boolean operators (And, Or, Not) and truncation can be used to facilitate searching.

· Web2 - Web-based search (OPAC) product from DRA.  Using commonly available web browsers, you may now search your library’s card catalog online as modern alternative to the traditional text-based OPAC that is available with MultiLIS.  Web2 also allows you to search the online card catalogs of other schools within the DASite.

· Cataloging module - Allows existing MARC (Machine Readable Cataloging) records to be copied from other schools within the DASite. Records can be downloaded from other Ohio schools by using the INFOhio Union Catalog.  New records can be created, as well.

· Circulation module - Allows library/media staff to maintain accurate records on materials circulated to students and staff.  Overdues notices can be printed, and several reports help manage valuable library collections.

· Reports Module - Generates reserve lists, circulation statistics, money received for fines and lost materials, and several other useful reports.

Union Catalog

Using funds from the Ohio Department of Education, the INFOhio Union Catalog maintains a collection of MARC records from all participating DASites.  More than one million records have been collected, providing the best listing of Ohio’s K-12 instructional materials available.  Library/media staff  benefit from the Union Catalog in four ways:

· Copying records - For items without MARC records, the Union Catalog often has a record that can be copied to the district or media center's database.

· OCLC - For items that are not available in the Union Catalog, requests can be placed for records from OCLC, the world’s largest database of MARC records.  Union Catalog staff performs the necessary OCLC search.  The new records are then loaded to the Union Catalog for use by all Ohio schools.
· Authority Control - Electronic records must maintain consistent standards for effective searching.  The Union Catalog coordinates the authority control process for the DASites and their member districts.

· Collection Development - Library/media staff can use the Union Catalog to view the holdings of other schools throughout the state.  This helps make wise decisions when purchasing expensive materials.

INFOhio Implementation

INFOhio exploits resources that are already available through the Ohio Education Computer Network.  The DASite staff should be prepared to help in the development of an implementation plan, estimation of costs, staff training and support, and initial bibliographic and patron record loads.

Below are the general steps to convert from a traditional paper card catalog to INFOhio’s electronic system. 

1. Meet with library staff to determine needs. 

Issues to consider include equipment needs, record loading alternatives, and task schedules.  There are also a number of decisions that must be made in concert with the other buildings in their district.  These include barcode number ranges, OPAC search screen customizations, collection codes, and user categories.

2. Weed your collection before paying for electronic records.

Prior to sending your shelf list off to a vendor for conversion to MARC, you will want to remove seldom used or outdated materials.  This will save time and money in the conversion process.  Appendix A contains some helpful tips about weeding.

3. Convert holdings records to electronic USMARC format. 

There are three possible ways to convert records to US MARC.  There are vendors that can use the shelflist to acquire electronic records.  INFOhio has negotiated special prices with Brodart for such conversion projects.

A second way is to retrieve and load these records from the Union Catalog.  This would be the most time consuming, but also the most economical.

If the records are already on an automated system like Winnebago or Follett, it is possible that current electronic records could be extracted and loaded into MultiLIS.  Check with the current vendor for ways to extract the data.  DASite personnel will need to be involved in this kind of conversion so make sure that this is reviewed at your initial meeting.

4. Install equipment.

Determine who will be installing printers, barcode scanners, and VT terminals and desktop workstations.  Discuss required timeline.

5. Begin library staff training.

While you are waiting for the records to come back from the retrospect vendor, it is a good time to begin scheduling librarian training.  Beginning training should cover policies and cataloging.  Circulation training may be better delayed until later in the implementation schedule.

6. Load electronic records.

Once the records are received from the vendor, DASite personnel will load them into the database.  This is not an exact science and this task sometimes requires special conversion tables to be written and always includes at least some level of manual cleanup.  Appendix B contains a worksheet that the library staff can use to communicate their collection code information.  Once the records have been reviewed and approved, they are now available for searching, record extraction, and most importantly, union catalog loads and vendor diskette loads.

7. Place barcodes on materials.

Of course, if the records are being loaded from the Union Catalog, this becomes a part of Step 6.  

If barcodes were received from the conversion vendor, it is now time to apply the barcodes to the items in hand.  This is the most time-consuming step and is a good task to give to students and/or community volunteers.

8. Review policies for users and collections.

Before circulating, the policies that dictate how items in specific buildings or collections are to be circulated, need to be set up.  These policies also determine how patron accounts will be handled under MultiLIS.  This is a good time to load patron information as well.

9. Train staff at the building level.

At this point, all librarian training should be completed.  And any additional staff that has not already been trained should be trained at this time.

10. Teach students how to use the new system for searching.

With the equipment installed, and records loaded, it is time to train all of the patrons, both students and faculty, how to use the new electronic card catalog.

11. Implement the new system.

The above steps can take anywhere from 4 to 6 months depending on the district’s workload and other variables.  Below is a typical implementation schedule.

   ACTIVITY                                                                            MONTH

	                                                         1ST        2ND        3RD         4TH             5TH           6th 
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MULTILIS CONCEPTS AND DEFINITIONS

MultiLIS provides several methods of implementation, but INFOhio has chosen a system level multi-bank multi-branch implementation because is best suited the DAS approach to automation.  System level refers to the fact that the software is installed at the same level as most DAS supported system software.  This methodology makes MultiLIS available to anyone on the system with the appropriate security privileges.  Multi-bank allows MultiLIS to support multiple library systems.  This correlates to the fact that each DAS supports multiple school districts meaning that a separate bank is created for each separate school district.  The multi-branch feature allows for each bank to have related branches of the same library system.  This perfectly corresponds to the relationship of separate building libraries belonging to one school district.  Thus a MultiLIS bank equals a school district and a MultiLIS branch equals a specific building's library.

Based on this implementation, some cooperative choices between districts have to be made.  A system level MultiLIS system only has one location table or one master set of collection codes.  Each branch must then select from this master list of collection codes which collection codes they wish to subscribe to.  Once a collection code and its description has been set, it cannot be changed without affecting all branches which have subscribed to this particular collection code.  

The multi-bank model also requires some measure of cooperation. There are a number of system parameters that must be agreed upon by member banks as they will impact the way the system operates for all users.  Banks share users (both patron and employee), bibliographic data, global policies and user categories.  These issues must be reviewed by all participating library staff to ensure that they meet each branch's needs.  All branches share a single range of barcodes numbers for both users and holdings.

The multi-branch approach allows for each branch to "own" their holdings information and provides for reporting and specific branch policies at the building library level.

	MULTILIS SYSTEM

	Location Code Table

	Bank 1

· Policies

· Users

· Bibliographic Records


	Bank 2

· Policies

· Users

· Bibliographic Records
	Bank 3

· Policies

· Users

· Bibliographic Records

	High

School

Holdings

 (Items)
	Junior

High

Holdings 

 (Items)
	Elem. School

Holdings

(Items)


	High 

School

Holdings

(Items)
	Junior 

High

Holdings

 (Items)
	Etc.
	
	
	


Definitions

Employee - Privileged library personnel, may have access to user records, cataloging, circulation, policies, etc. depending on the assigned user category.

Patron - Very limited access.  Usually just OPAC access.  This would be students and faculty at the district.

User Category - As part of the Policies management, different user categories are created for different types of user.  Things such as loan periods, fines, maximum books allowed, as well as, the type of system access the user will have all help to determine the number of categories your school may require.



Example:
Category 1 - System Administrators




    
Category 2 - Library Staff



              
Category 3 - Student Aides




   
Category 4 - Students




     
Category 5 - Faculty

Branch - Each library site (usually one at each building) within the school district.

Bank - Comprised of all branches (libraries) within a district.  Each school district is a separate Bank.

General Location Code - This is a unique code assigned by the DASite to each Branch within the Bank.

Collection Code - This is a unique code assigned to each different type of collection.  E.g. REF=Reference, FIC=Fiction, etc. For uniformity within MultiLIS when searching different banks, a standard list of Collection Codes has been devised for everyone’s use.  It is still possible to add a unique Collection Code for use at a specific General Location. E.g. a memorial collection.

Bibliographic Record - Contains all the bibliographic information about a work, such as title, author, publisher, etc.  A bibliographic record may contain more than one item if for example the library has more than one copy of the work.

Item - The physical/copy unit described and identified in a bibliographic record.

Function Keys
Function keys are used to carry out a procedure with one keystroke, usually in situations that occur often.

[PF1]

Exit from a function menu and return to the preceding screen or menu

[PF2]

Display the Search (OPAC) menu



Search for a user 



Display an OPAC search summary (most recent searches)



Return to the first page of a bib record in OPAC

[PF3]

Create a user record



Generate an item number



Special loan



Replace a user barcode number



In OPAC sort search results into alphabetical order

[PF4]

Print (in Circulation Module only)

[F6]

Delete a user record



Delete, in Edit mode, the contents of a field

[F7]

Delete a user password

[F8]

Replace an item barcode number

[F11]

In OPAC display the bibliographic in MARC format

[F17] +  
In OPAC or in Cataloging will present a menu of diacritics for that letter

a letter

[Do]+

[Remove]
Delete, in Edit mode, the content of a field to replace it

[Return] 
After entering any information, except after Y for yes and N for no or 



after pressing a function key

[Remove]
Erase the character under the cursor

[X]

Erase the character preceding the cursor

[Next Scrn]
Display next screens and previous screens wherever indicated

[Prev Scrn]

[Help]

At designated places in the software display help screen

[Select]

At designated places in the software display a help screen of possible 



choices

[Find]

Display all search types



Display items from all branches

arrow keys
Move the cursor
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MULTILIS RECORD TYPES
There are three major record types that the library employees will be working with on a daily basis.  These are the bibliographic record, the user (patron/employee) record, and the item record.  Each record must be uniquely identified to maintain its singularity within the MultiLIS system.  

Bibliographic Records

Bibliographic record numbers are assigned by the MultiLIS system during record load or creation.  It is a hyphenated number that begins with the bank number, followed by a hyphen, followed by the unique record number.  It can be referenced in the upper right-hand corner of the Search the Online Catalog screen (depending on the policies) and the update bibliographic record screen.  


Ex.  01-1234567
where 01 is the bank number and 1234567 is the unique 





number assigned by the MultiLIS system

When a user enters this number into the system, any of the following forms can be used.  (The hyphen must be included.)


Ex.  01-0000234   -or-  1-0000234  -or-  1-234  -or-  01-234

User/Item Records

The user and item record numbers are 14-digit numbers created under the following rules:


digit 1 

“2” for user record, “3” for item record


digit 2-5
             is the 4-digit institution code assigned by the DASite


digit 6-13
a unique number which can be assigned by the library


digit 14
             a check-digit calculated by the MultiLIS system

Below is an example of an item record number with an institution code of 2654.  The unique portion of the number is 129,001.  MultiLIS calculated the check-digit to be an 8. 


Ex. 3  2654  00129001  8 

Unlike the bibliographic record numbers, the unique portion of the user and item records is assigned by library employees.  This is a potential problem area if different buildings assign duplicate user and item record numbers.  The easiest way to avoid this is by taking the entire range of numbers available to the district and dividing them between the buildings.  The largest unique number that can be assigned is 15,999,999. 

Ex.
100,000 - 199,999
High School


200,000 - 299,999
Middle School


300,000 - 399,999
Elementary 1


400,000 - 499,999
Elementary 2



:



:

Since the first digit of the 14 digits are either “2” or “3”, the user and item record numbers become unique by definition.  This, then, will allow up to 16,000,000 numbers to be assigned for each record type.

When entering item or user numbers in the MultiLIS system, only the 8-digit unique portion of the record number needs to be entered followed by an “X” which can be substituted for the check digit.  


Ex.  User:  23x
Item:  10568x

When displayed by the MultiLIS system the check digit is always shown.  The hyphens are inserted by MultiLIS for readability.  In both cases below the check-digit happens to be a “1”.


Ex.  User:  00000023-1
Item:  00010-5681

Barcoding

User and item record numbers are usually barcoded to facilitate automation.  MultiLIS only accepts Codabar and Code 39 mod 10 (a.k.a. Code 3 of 9) barcodes.  When user or item barcodes are generated they must be one of these two types and include the entire 14-digit number with the check-digit intact.

Smart vs. Dumb Barcoding
Smart vs. dumb barcoding refers to the method with which your user and item numbers are assigned.  Smart barcoding implies that the number has meaning and has been assigned to that user or item, loaded into the database, and now a barcode label must be generated.  Smart barcodes labels also include book titles or user name.  Dumb barcoding is taking a barcode label that has a random unique number, and applying it to a book or user file card, then entering the user/item information into the database.  Since title or user names are not known at the time of printing, dumb barcode labels will not include this information.  Both practices are used at most DASites.

Student patron records can be loaded from the Student Information system.  In this case the student ID number becomes the unique portion of the user record number.  Faculty patron records can be loaded from the Staff Employment files.  Here, a 7-digit suffix is extracted from the social security number, then preceded by a zero to make the unique user record number.  Then a smart barcode label can be generated.

However, if a new student is enrolled and wants to check material out of the library, a dumb barcode number can be assigned and the student record created by the library employee without delay.  Usually, this is unnecessary when using the INFOhio automated patron update programs.

Smart barcodes for items can sometimes be ordered from the vendors when ordering MARC records.  Be sure to supply the vendor with the 4-digit institution code.  It is recommended to set aside blocks of item numbers for each vendor.  This is shown below, by further dividing the blocks of numbers from our example above.  These ranges can then be given to the vendor for smart barcode generation.  Appendix C contains the INFOhio Vendor MARC Record Specifications sheet that can be sent to vendors to clearly instruct them on the INFOhio MARC standards.  This sheet should accompany all book orders that include requests for MARC records and/or barcodes.

Ex.

100,000 - 199,999

High School



100,000 - 130,000

Dumb barcodes



150,000 - 159,999

Follett



160,000 - 169,999

Brodart



170,000 - 179.999

Reading Circle



180,000 - 189,999

Story Collection



190,000 - 199,999

Atlantis

Notice that the range 100,000 - 130,000 above was reserved for dumb barcode generation.  This range would be used for any items that are added manually to the system by library employees.  A unique number in this range would be assigned at the time of item record creation.  Let the collection size be your guide in determining block ranges.

MULTILIS MODULES
The MultiLIS user interface is a text-based menu driven system.  Entry into MultiLIS is typically provided through the OECN menu available at most DASites.  This is the INFOhio recommended approach.  It can also be made available through specific library automation administrative accounts.  The menus are hierarchical in nature, leading the user to further refined choices.  Policies set at the bank level dictate which choices are presented to each user based on their user category.  Of course, this implies that a library staff user must log into the MultiLIS system with a unique user number and password.  The menus are constructed to complement the use of the main modules provided by the MultiLIS system.  These modules include Searching the OPAC, Cataloging, Circulating, and Reporting.

Searching the OPAC

This function is used to look for one or more items in the database through twenty-one access points:

Type of searches:

1
AU=
Author



12

Combination

2
OC=
Organization or conference
13
RN=
Record number

3
TI=
Title



14
IN=
Item (barcode)number

4
UT=
Uniform or collective title
15
SB=
ISBN

5
KE=
Descriptor Keyword

16
LC=
LC card number

6
PS=
Person as subject

17
SS=
ISSN

7
CN=
Call number


18
CL=
Classification-Numeric

8
SE=
Series



19
NU=
Numeric

9
PU=
Publisher


20
RI=
Reserve/Instructor

10
SH=
Subject heading


21
RC=
Reserve/Course

11
DT=
Document type



Summary of OPAC searching:

· To search, use the arrow keys to choose type of search and enter your search word or phrase.  Notice that the record number is normally displayed in the top left corner of the screen.

· Uppercase letters, diacritic characters, apostrophes, punctuation, and stopwords are never necessary.  Except for searching by author, and by person as subject, the order of the words entered is insignificant.  To broaden a search result, truncate the word (minimum of 3 characters) with an asterisk (*).  To restrict a search result to the word(s) (minimum of three characters) entered, end the search request with a semi-colon (;).

· Only the search types preceded by a code in the main menu may be used in command searching (AU, TI, etc.) ex. AU=SHAKE*.

· Search history is accessed by pressing the F10 key, then selecting SEARCH HISTORY from the bar menu.  Previous search results can be recalled, combined with each other or combined with new searches by using the “Combine search results” in Search History.

· The “Other Collections” option on the bar menu allows searching of other specified branch collections within the bank when Search by Location searching is enabled.  The “Other Catalogs” option from the bar menu allows searching the collections of other selected banks.

· A combined search is a command search that combines two or more search requests or two or more search types using the Boolean operators “and”, “or”, and “not”.

· Nine fields including AU, OC, PS, UT, SE, PU, SH, and DT are authority controlled fields.  Authority control refers to records that impose rules of order on certain fields such as spelling, punctuation, and word order.  When searching using one of these access points, you will be presented with the list of authority entries which best match your request.  You can then narrow your search by selecting any number of entries including all entries.  Once an entry is selected, the hitlist of titles controlled by these selections will be displayed.  The remaining searchable fields are not authority controlled and therefore will immediately display a list of titles that match the specified criteria.

· Press [F11] to display the record in MARC format.

Cataloging

Although it is recommended that new bibliographic records are loaded from a vendor diskette or the Union Catalog, it is possible to do original cataloging in MultiLIS.  If the bibliographic record exists elsewhere in the database, it is also possible to do derived (copy) cataloging.  Brief cataloging on the fly, at time of checkout, for items that do not exist in the database enables you to get those new items into circulation quickly.

An item record cannot exist in the database without being linked to a bibliographic record.  Either a bibliographic record already exists or a brief record is created to allow the item to be entered.  Creating a brief record will allow the item to be put into circulation in a timely fashion, but it is recommended that a full MARC record be found and the brief record be replaced at a later time.

In any event, the steps for adding a new item are very similar.

Add Item

1.
Determine if the item already exists in your database by searching the OPAC.  
(This would be the same as you looking in your physical card catalog now for 
the existence of a particular record.)

2a.
If the bibliographic record exists, you can use the one of three options to simply add the item barcode and other specifics about the item.  (Similar to adding additional copy information to your card in the physical card catalog.)  You can use any of the following to accomplish adding an item.

· Add Items in the Circulation Module

· Add Items in the Cataloging Module

· Create and Update Bibliographic Records in the Cataloging Module

2b.      If the bibliographic record does not exist you can create it in either MultiLIS or MARC cataloging format. (Again, this should be similar to typing up a new card for your physical card catalog.)  You have several methods to do this.

· Add Items function of the Circulation module using the MultiLIS cataloging format.  You can choose to enter full or brief bibliographic and item information.

· Add Items function of the Cataloging module using the MultiLIS format.
· Create and Update Bibliographic Records option under the Cataloging module to add the record.  This option uses full MARC format.  

Before creating your own bibliographic records it is recommended that you search the Union Catalog.  If found, you can copy the bibliographic record back using menu options provided by INFOhio.  If you cannot find the bibliographic record there, MultiLIS allows for the searching of other schools' databases to see if the bibliographic record exists in their files.  If it does, you have the option of copying their bibliographic record to your files where it receives a new record number.  The ability to copy a bibliographic record is only available in the Create and Update Bibliographic Records option of the Cataloging module.  If a record cannot be found anywhere, consider making an OCLC request.  Part of this automated process will create a brief bibliographic record in your database to which you can attach your building's item information. (Again, think of it in terms of simply typing up and adding a new card to your physical card catalog.)
3.
Questions regarding the printing of spine labels or book cards are governed by the policies you have established for a particular user category under Access to Cataloging Functions.

Item Statuses
There are 17 item statuses.  Only seven can be entered manually. The others are automatically generated by MultiLIS.

Manually Entered Statuses:


Available


In processing


In repair


Withdrawn


In binding


Weeded


Missing in Inventory

System Generated Statuses:


In Exchange (Collection Exchange)


Available


Loaned (Circulation)


Pending transfer (Inter-Branch Transfer):



When an item is waiting to be returned to it's home branch after a loan 



done through inter-branch transfer.


On hold (Holds)


In transit (Inter-Branch Transfer):



While an item is being sent from one branch to another.


Temporarily unavailable (Inter-Branch Transfer):



Once an item has been received and while it is awaiting re-shelving.


Missing/overdue (Overdue Notices):



An item becomes missing/overdue after the final overdue notice is sent.


Lost (Lost Items):



When an item has been declared lost.

            Missing In Inventory (Inventory):

                         When inventory is finalized, an item with a status of missing has it’s 

                          Status changed to missing in inventory.

The statuses “In repair”, “In binding”, and “In processing” appear as such to employees but always appear as “In processing” to patrons.

Cataloging on the Fly

A library may activate the Circulation module before all its items have been entered in the database.  If a user wishes to borrow an item not entered in the database, it is essential to link the item to an existing bibliographic record or to create a temporary-full bibliographic record and item record.  Otherwise the user cannot borrow the item.  “Cataloging on the fly” is done in the MultiLIS cataloging format, even for those libraries which normally catalog in MARC format.

 “Cataloging on the fly” can be accessed through the Circulation module Add Items and Check Out Items functions or through the Cataloging module Add Items function (see Add Items above.)

Fields presented will depend on the workform defined for the specific user category of library staff.  When entering the information in the MultiLIS format it is not necessary to include the indicators or delimiter ($) and subfield codes except for additional subfields you might be adding to the field.  You may create workforms specifically tailored for the information you wish to collect when cataloging in the MultiLIS Format.  Note:  tag 245 Title is a mandatory field and cannot be turned off through the workform.

Authority Control

Authority control provides consistency in headings for author, subject heading, corporate name, etc.  Only some of the bibliographic tags are under authority control.  There are two ways to accomplish authority control.  The first is through single entries.  A single entry is created during cataloging when an authority record does not exist.  

The second method employs authority records.  These records are available network wide and can enable network wide references e.g. (See, See also, Broader term, Narrower term, etc.)  The authority records are connected to all of the bibliographic records under its authority.  If any changes are required to the authority field, it can be done one time to the authority record and all affected bibliographic records will be changed.  INFOhio employs Network Authority Control, which is maintained at the DASite level.

Cataloging Print Products

MultiLIS can produce three separate print products from the cataloging module.  You can be prompted to request a number of catalog cards, spine labels, or book cards whenever you complete an add or update to a bibliographic record or item.  In addition, you can use the menu options in the Cataloging module if cards or labels are desired.  Whether these prompts or menu choices are made available to you is dictated by the policies established for this particular User Category in the Access to Cataloging Functions.  
CIRCULATION FUNCTIONS

The Circulation module in MultiLIS includes all necessary functions to account for items checked out, checked in, lost, declared missing as well as other special functions.


Policies

Library staff having access to the circulation module will only have access to the functions described in policies.  Once you become more familiar with each application, you may decide to modify access to individual functions depending on the user category.  The system administrator accomplishes this through the Policies management module - Access to Circulation Functions.

Occasionally it is necessary for staff members to grant overrides or pardons to patrons.  Overrides are necessary when a patron wants to check out an item but has reached the maximum limit for number of loans or number of overdues for his user category in policies.  Authorization to override is granted to users in the Policies Management module in the “Authority to Override” Circulation Policies function.  This function allows you to add users to the list, display the list of users who have the authority to grant overrides, and delete users from this list.

When patrons accumulate fines or overdue fees, sometimes it is necessary to grant a pardon.  When a pardon is granted, a patron no longer owes the fine or overdue fee.  Pardons must be granted on an individual patron basis.  Only specified staff members will have the authority to grant pardons.  If this capability is needed for a specific staff member, this must be granted in the Policies management module - Authority to Grant Pardons function.  Within this function, the administrator has the capability of listing users with this authorization, adding users or deleting users from the list of authorized users.

Bridges
Throughout MultiLIS, bridges are provided to allow access to different functions from the function you are currently in without leaving the current module.  As an example, if you were in Check Out Items and the patron who just checked out a book is also returning an item, you can now use the bridge to cross over to the Check In Items function, check in the item, exit Check in Items, and be back in the Check out Items function.  The [SELECT] key will display the available bridged options and their corresponding function keys.

Bridges are available within the following functions:

· Check-out Items

· Renew Items

· Check-In Items

· Patron Accounting

· Holds

Note: Library staff would only have access to other functions through the bridges if they have access to those functions as defined in the policies.

Check Out Items

This function is used to register loans.  The due date is automatically calculated according to the circulation policies defined for the user category.

Use the check-out function to make regular loans, special loans, extend a loan, or renew an item.  You normally use your barcode scanner to scan the item number and patron user number into the system.  If for any reason the patron barcode number is not available to you, you can search for the patron by their name, SSN, SIS ID number, employee number, or phone number from the check-out function.

If the item barcode number is not available on the item, you can search for it by pressing [PF2].  If the item is not found on the MultiLIS system, you will be asked if you wish to add the item.  If answered “Y”, MultiLIS will proceed to the Add Item function.  If answered “N”, you will simply be prompted for another item number.

Sometimes when checking out items, messages will appear indicating that the patron has overdue items, has reached maximum items borrowed, has reached maximum fines, or other MultiLIS exceptions.  Most of these can be overridden if the library employee has been given this authority in local policy management. 

Check In Items

This function is used to check in returned items.  If an item is returned overdue, the message “OVERDUE” appears on the screen and a fine is automatically entered in the user’s record, calculated according to the library’s policy.

Since MultiLIS supports an amnesty period (established in the policies), it is possible to have an “OVERDUE” message then a corresponding “NO FINE” message.  The item is late but has been returned within the grace period.

If the returned item was placed on hold by another user, a message appears, indicating that the item is on hold for another user.  It is possible at this point, to print a holds slip.

Change the Transaction Reference Date

Throughout the entire Circulation module the current date is implicit for all functions.  This way, when an item is checked out or checked in, MultiLIS calculates due dates or fines according to the current date.

It may be necessary, however, to change the implicit date in the system.  For example, when items are returned overnight, on weekends when the library is closed, or when closed for a snow day, the return date may be backed up.

Patron Accounting

This function is used to enter all financial transactions concerning users.

Possible functions include making payments and adding/reviewing/printing a user’s accountable transactions.

From the Circulation Module menu, select the “Patron Accounting” module.  You will be prompted for a user barcode.  At this point, you may enter the barcode number, scan the user barcode, or press [PF2] to search if barcode number is unknown.  If a match is found, the patron’s financial statement appears:

If you press the [SELECT] key, a list of available functions will appear.  These functions are:


PF1
Exit


PF2
Payment


PF3
Add accountable transactions


PF4
Print transaction history


F6
Review of a user’s accountable transactions


F10
User Record

The Payment function is used to collect fines and fees, or pardon users.

The Add Accountable Transactions function is used to enter debits or credits to a users’ record.

Of course, Review a User’s Account allows one to see the User’s payments or pardons.

Lost Items

This function is used to register lost items, that is, when a user declares having lost a borrowed item.

There is a difference between lost items and missing items.  A missing item is an item not found in the library but whose status is “Available”.  The status changes to “Missing/being traced” once the item is registered in the Missing Items function.

When an item is declared lost, first the item’s status automatically changes to “Lost” and second, MultiLIS does two accounting operations:  it charges the user the price of the item and the item replacement fees.  If there are financial transactions linked to the item, such as pending fines, MultiLIS automatically charges them to the user.  A “lost” item status can only be system generated through this function.

Trace Missing Items

This function is used to register items that display as “Available” in the OPAC, that have not been found in the stacks, but that are neither checked out, nor in processing.  Library employees can use this function to help conduct more thorough searches if desired.

Once the item is found, it is necessary to access the function Update Items and modify the item’s status, from “Missing/being Traced” to “Available”. 

Record Items Consulted in the Library

This function is used to keep track of items consulted in the library.  This information is mainly used for statistical purposes.

If the item has the status “Loaned”, “Lost”, “Missing/Being Traced”, or “On Hold”, a message to this effect will appear on the screen when the item is scanned or item number is referenced.

Item History

This function is used to display statistical data about an item.  No transactions can be carried out in this function.  The screen may vary on the amount of information displayed depending on the item’s history.

Possible fields to be displayed are:


Most recent loan


Total loans to date


Most recently consulted in the library


Number of times item was consulted in the library to date


Fines pending


Number of debtor users


Users who have fines


Total holds on the record


Hold activated to user
Holds

This function is used to put an item on hold for a user and to notify the user when the item has been returned.  Generally, in the Circulation Module, transactions happen between users and items.  Holds transactions however apply to the bibliographic records.  As soon as an item linked to a record becomes available, regardless of which copy it is, it is assigned to the user in the first position of the holds queue.

MultiLIS offers the possibility of placing a hold on a complete bib record or certain items (volumes) linked to a record.  Several users may request the same item or record to put on hold; a holds queue is thus created.

In this function, it is possible to:


Place a hold in the current location


Place a hold on a specific item


Place a  global hold


Place a hold in a specific location

This function requires activating the hold when the item is available and allows canceling a hold and changing the position of the users in a holds queue.

There are two levels of holds: narrow holds, also called restrictive holds, and broad or inclusive holds.


Narrow holds: holds placed in the current location, for libraries with or without 



branches.  Only applies to bib records which have items that are 




available, loaned, on hold, in transit or pending transfer.


Broad holds:holds placed in all branches, on a specific item, or an item in a 



specified collection code.  They apply to all items of a record 




regardless of their status.

Inter-branch Transfer

This function is used by libraries with more than one branch within the district to transfer items from one general location to another.  It is designed for use by branches within the same bank.

A transfer is system initiated when a hold is placed from another branch, a user returns an item to the wrong branch, or an item is cataloged by a branch other than the branch to which the item belongs.  MultiLIS generates the transfer request and retains in its memory the location to which to send the item.  Once a transfer request is placed by library staff or by the system, the item status becomes “Pending transfer”.  Each general location can print a list of items requested by other general locations.

Rapid Item Relocation

This function is used to modify the temporary fields of the item record:


Temporary location code


Temporary collection code


Expiry date


Temporary circulation category


Reserve fields

With this function it is possible to move multiple items in block to a temporary location.

This function is useful when you wish to move multiple items to a temporary location, transfer items to another branch (by-passing the Inter-branch transfer function), or to transfer items to the reserve room (less steps than using Update Items).

To have access to this function, in policies the user category must have access to the circulation module and specifically access to Update Items in circulation.

Display User Records    

This function is used solely for the purpose of consulting a user’s current transactions.

Depending on a user’s current transactions the following might be accessible:


Loans


Holds status


Patron accounting


Lost items


Items missing/being traced

REPORT MODULE

Many standard reports are available.  Most can be generated at a predetermined time of day specified by you.  If you have a queued printer available and ready, reports will automatically print.  There are typically several levels of parameters available to further qualify the information to be printed.

Reports are categorized by module for easy reference.  Reports available under the Academic Reports heading are duplicates of other circulation and user reports that have been enhanced with the new INFOhio patron fields.  For example, reports which show items loaned are under the Circulation Reports and Academic Reports submenus.  Some DASites have written several specialized reports, as well, which can be made available under Local In-House Reports.  Reports written specifically to support INFOhio projects are on the INFOhio Reports submenu.  
This page intentionally left blank

POLICIES MANAGEMENT

Policies management refers to the set of rules which govern how MultiLIS will perform its several functions.  Some of the policies will be applied to all entities within the bank.  Others can be specified at the building or even collection code level.  Some policies are used exclusively by a single MultiLIS module.  Others define more globally used parameters.  Specific policies will be covered in the training for the module that it affects.  

Defining User Categories

A User Category is “created” when it is given access to any one of the MultiLIS modules.  To grant a user category access to a module, they must have been given access to that particular module under Access to Modules.

An entire user category is considered deactivated if it has access to NONE of the modules in the Access to Modules function.  If policies for a user category have been established and then the user category is deactivated, the policies will still be kept in the system and will reappear again upon reactivation of the user category.

Once a user category has been defined you must give it a description.  A description helps determine whether this particular user category is assigned to a library employee or a patron type user category.  The description for a patron user category must be preceded with an asterisk (*).  Those categories without an asterisk in the description are considered library employee categories and as such have additional privileges in the system.
Special User Categories and Users
User 0X has the category zero and is used for OPAC terminals.  It is impossible to modify user record 0X or to assign other users to the user category zero.  For category zero, only the policies for Searching the OPAC can be modified.

User 1X belongs to user category 255, which has complete access to every module and function.  It is impossible to modify user record 1X or to modify user category 255 or assign it to other users.  This is a privileged user reserved for the software vendor DRA.

Another privileged user is the ADMIN user.  This is user is typically 2X and belongs to user category 1.  
With release 11.2, secure user categories have been added to ensure that system administrators at the bank level will not be able to modify the privileges of DASites staff.  User categories 250 to 254 have been activated for this project. User categories ranging from 250 to 254 may only be modified by users that belong to these categories.  For instance, a user linked to category 100 will not be able to modify any information coded for category 250.  Only users from categories 250-254 will be able to modify this category.  

Define User Workforms

Define workforms for each user category.  Workforms determine which fields you will be prompted for when adding a new user record.

Make sure that the “Expiry Date” field is turned on in all workforms.

With the 11.2 release, the following six new fields have been added to the user workform:

· Grade

· Room

· Teacher

· Homeschool

· Parent/guardian

· Program

Assign User Workforms
Make sure that a user workform is assigned to each user category.

Modify User Records

The function Modify User Records is used both to create and modify patron records.  It is found in both the Circulation module and in the Policies Management module.

Employee records are created in the Policies Management module, whereas patrons are created in the Circulation module.

Employee records are not retrievable in the Circulation module through a search.  Normal circulation transactions can be done for employees by using their barcode number, with the exception of Modify User Records.

Records created in the Circulation module can be both modified and retrieved in both the Circulation and Policies Management modules.

Employee categories cannot be assigned through the circulation module.  This can only be done through the Modify Users module in Policies Management.

User records can be searched by Name (last, first name), by SSN, by an id (i.e. SIS id), by employee number (if used), or by phone number.

When creating a user, the following fields are mandatory:

· Name

· User Barcode Number

· Present Category

· Password

· Registration Branch

The remaining fields are optional and determined by the user workform assigned to the user category.

If a user barcode is changed, all related transaction files are also changed to reflect the barcode code.

The field Messages to User can be used to enter a message to the user upon their logging into the system.  This will only work if each user has a specific login, which is normally not the case.

The Notes field is used to enter notes to employees concerning a patron.  These notes appear only to the employees when they do transactions for this patron in the functions Check-in, Check-out and Renew items.
The Display Users option is used solely for the purpose of consulting a user’s current transactions: loans, items on hold, accounting transactions, and lost items.  The submenu displayed here will vary according to the user’s transactions.  If no submenu is displayed, this means the record is empty.

Searching the OPAC

When reviewing the Search Policies for your user categories.  Don’t forget category 0 (zero), which is the OPAC user!

Remember that searching policies for category 0 (zero) apply to the entire bank.

Under Displayed Fields (Items), answer the question for Shelf Number prefix and suffix as YES.  Always answer the question Unique Location as NO.

Access to Global Searching should be set to NO for the OPAC category 0 and for any other patron type of user categories.  This will restrict these users to seeing only items that exist in their library branch location when doing an OPAC search.  Patrons can easily override this at the OPAC by choosing to search other Collections (branches in their bank) or other Catalogs (other banks).  In essence, it enables the Search by Location functionality of the OPAC.

Other Policies
Print Policies

It is possible to print the library policies for a single user category or multiple user categories as well as for a specific location or all locations.

It is recommended that the policies be printed and reviewed for correctness.

Access to LISpol by User Barcode Number

Remember that access to the MultiLIS policies for a bank is restricted by user barcode.  Make sure that any employee that requires access to change policies has been granted this access by the site administrator.

APPENDICES

APPENDIX A: WEEDING YOUR COLLECTION

This Weeding Your Collection document was written by Carl Carter in 1994 to establish some guidelines regarding the process of weeding and maintenance of library collections

“WEEDING": REASSESSMENT OF LIBRARY/MEDIA COLLECTIONS
(doc. 03)

Maintenance of any viable school library media center collection should be a regular, continuous process.  Each  school library media collection should reflect changes in the student body, new curriculum and changes of emphasis in ongoing curriculum, new issues and concerns, and current  interests of faculty and students.  Those questions and needs that were used to establish the collection continue to be of  value.  

 Reassessment of the collection adds a dimension to the overall assessment process.  Whereas the primary consideration in initial selection and purchase focuses on additions, reassessment includes examination of present holdings to determine the need to repair, replace, or remove.  

These three "R's" of "weeding" require the unique training of school library media personnel and the cooperation of school staff members to determine what is valuable for the school program.  

Decisions concerning he collection may be made based on the following general criteria.

Condition:

Antiquated appearance can discourage use.  Materials with unattractive covers or containers; books with small print and faded, brittle, yellow pages; and materials with missing components, pages, or sections deter use.  Likewise, warped sound recordings or video and audio recordings with deletions will frustrate users.  If materials should remain in the collection, replacements are warranted.  Otherwise, materials may be considered for discard.

Duplication: 

Often a collection includes duplicate titles that may no longer be of interest to the students.  These materials may be removed and transferred to library media centers where such items could be used.  

Age:

Materials that are dated are subject for review and removal. For example, reference sources in geography that are over ten years old, almanacs and yearbooks that have been superseded, science materials in categories where facts change drastically in a five-year period, and encyclopedias that have not been updated for over five years should be considered for replacement.  Often such items as films, videos, and filmstrip kits include photographs that may be dated or biased.

Use:

During a regular inventory, materials should be examined for 

the amount of use they receive.  If an item hasn't circulated 

for over five years after highlighting it, perhaps it should 

be considered for removal so that it could be sent to some 

site where it could be used.  Periodicals not indexed or used 

after being promoted, or reference sources not used might 

also be considered for removal.

The suggestions made are (of course) general in nature.  Each library media center has a unique population.  It is only through regular ongoing inventory that careful and thoughtful decisions can be made and balance maintained.  The criteria suggested should be considered as a guide only.  While duplicate titles might not be used on year, the course might be taught again later.  Certain fiction titles fluctuate in popularity.

Usually, inventory allows the library media specialist to examine each section of the collection using the shelf list.  Not only can each section be examined, but judgments about the entire collection can be made.  There are certain considerations for each section of the library media center collection for those who organize the materials by the Dewey Decimal Classification System.  The following guidelines are offered.

General Reference:    

Encyclopedias should be considered for updating after five years.  Much of the information will be outdated.  Bibliographical sources will need to be considered within this same time frame.  Yearbooks and almanacs should be updated as superseded.  (In some cases, yearbooks and 

almanacs are kept for use in history classes or for instruction in use of the source.  If so, current documents should be retained and older versions kept in other more appropriate areas.) 

000s:

Computer materials will change rapidly with the technology.  

Replacement may be required more often.  Consideration might be given to paperback versions.

100s:

Self-help psychology and guidance materials may need to be reviewed for dated pictures and concepts.

200s:

Philosophical and religious materials should be reviewed individually and as a collection to ensure that as many points of view as possible are presented.

300s:

Certain subject areas will need constant revision while others should be very carefully and seldom weeded.  Basic sources on customs and volumes on folklore will probably be removed only because of poor physical condition.  On the other hand, sources on local, state, and national government should be current.  Depending on the curriculum, historical coverage of economics, communication, transportation, politics, and education will be maintained.  Review of audio-visual sources for dated dress and mannerisms, is especially important.

400s:

Depending on the size and use of the collection, old grammar materials and foreign language sources should be examined for dated examples and illustrations.  Dictionaries differ in 

words included, especially slang words that have come into 

common usage.

500s:

Unless general science works have become classics, obsolete materials should be discarded.  Each scientific area differs in the rate of change.  Astronomy materials may become dated before botany sources.  New discoveries in energy may require updating works in this field more often than materials in subjects such as natural history.  Certain materials present ideas in unique ways and should be carefully considered before discarding.  Many materials related to the environment 

are still appropriate after fifteen years while an item about atoms could be inaccurate after two years.

600s:

Many of the concerns identified for the 500s apply to the 600s as well. Certain materials on medicine, radio, television, industry, space exploration, and automobiles will become dated rapidly.  Other areas such as pets, crafts, and cookbooks may be used often and need to be replaced because of their condition.

700s:

This section often includes collection of handsomely illustrated sources on art, music, and other fine arts. These materials may be irreplaceable.  Sources that are heavily used should be considered for replacement or, as is often the case, rebinding.  Materials on certain hobbies may 

need updating.  Use patterns should play a role in determining what needs updating.  Sources on various sports should be current with duplicate copies available.

800s:

Literacy history should seldom be discarded unless drastic curriculum changes are made.  Collections versus individual works of major and minor poets, novelists, and playwrights may be weighed against curriculum needs and use patterns.  

900s:

Many geography and travel materials tend to become dated quickly. Except for items that have become classics, geography and travel materials that are over ten years old should be considered for removal and replacement.  Historical materials should be examined for use patterns as well as bias.  The collection should contain a range of materials on all historical periods and examined for coverage.  Those materials once purchased for coverage may be replaced with items of better quality.

Fiction and Easy:

Use patterns greatly influence the review of fiction collections.  Materials popular one year will sit on the shelves at other times.  Duplicates once needed may no longer be appropriate.  Replacement of popular worn items must be considered.  Rebinding of materials for out of print items may be an option for materials that fill a specific curriculum need or reading interest.

It has been mentioned that reassessment of the collection should be a regular activity.  It is not recommended that the ibrary media center be closed while an inventory is completed.  Rather, a routine for reviewing each section may be established.

The judicious reassessment of library media collections allows for continuous support of curriculum in a school.

 ("Weeding": Reassessment of Library Media Collections, Maryland State Board of Education)

APPENDIX B: LOCATION TABLE FOR MULTILIS

Bank #:

District Name:

Library:

Retro. Vendor Library Code:

General Location Code (1-5 Characters)        Description (1-40 Characters)

	
	


	Vendor

Retro. Code
	MultiLIS Collection

Code
	Prefix
	Suffix
	Description

(1-40 Characters)
	Circulation

Category*
	Document

Type

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


*Circulation Category - (R) - Regular loan, (S) - Special Loan, (I) - In library use only


INFOhio Vendor MARC Record Specifications

District: 

School: 

Phone: 


Address: 


Dear Librarian: The purpose of this form is to assist you in providing information to vendors for the production of MARC records and barcodes. It is intended that this form will be completed by you and be provided to the vendor by you. The information in this document should adequately answer any questions vendors may pose regarding specifications for MARC records and/or barcodes. Because some vendors of barcodes and MARC records may provide books which are processed to your specifications as well, there may be additional specifications required by the vendor which you must fill out for those purposes. Those specifications are not part of this form.

Dear Vendor: The following is for the standardization of MARC records for the INFOhio Project and are intended to assist the librarian in communicating clearly with you, the vendor. These are the established standards for the state of Ohio for participants in the INFOhio library automation project. The only client specific specifications are those entered by the librarian in the blank spaces below.

Records must adhere to ISBD and AACR2 standards. If records do not adhere to these standards that fact must be stated on the diskette.

USMARC Communication Format (MicroLIF Protocol - 1991)

Smart Barcode: 14 digit; Code 39; Modulus 10, type 1 check digit.

First digit to identify item: 

 3  

District Institution code (digits 2-5):
___ ___ ___ ___
Sequential number range (digits 6-13):
___ ___ ___ ___ ___ ___ ___ ___ ​– ___ ___ ___ ___ ___ ___ ___ ___

Digit 14 is vendor calculated  (Modulus 10, type 1 check digit)

Line of text to identify the school district or school building:


Second line of text for name of school building or building address:


System interface: INFOhio:  DRA/Multilis

Character set: ASCII

Provide Media as checked:
3.5 DOS 


3.5 Mac 

Holdings data: 
DASite abbreviation 
: 
852 subfield 
a

General location code 
: 
852 subfield 
b

Call number (including volume &/or copy):
852 subfield  
h

Copy number only:
852 subfield  
t

Volume number only:
852 subfield  
j

Barcode number:
852 subfield  
p

Price:
852 subfield  
9


DO NOT USE
852 subfield
x

If the data is provided, please place in the standard USMARC tag as indicated below.


Tag
1st indicator
2nd indicator
Subfield
Reading grade level 

521
0
blank 
$a Note






$b Source

Interest AGE level

521
1
blank 
$a Note






$b Source

Interest GRADE level

521
2
blank 
$a Note







$b Source

Review Sources (Repeat this tag for multiple sources)
510
3
blank 
$a Name of Source








$c Location in source

Awards (Repeat this tag for multiple awards)

586
blank
blank 
$a Awards note


Policy Exercises

a)  Create a new user category for volunteers giving them access to the circulation module.  HINT:  Use Access to Modules.

b)  Give the volunteers access to all circulation functions except modify users and patron accounting.  HINT:  Use Access to Circulation Functions under Circulation.  

c)  Describe this category as “Community Volunteers.”  Remember that employee categories are do not have an asterisk in the first position.

d)  Define a user workform using your newly defined user category number as the workform number.  Specify fields: Created, Expires, Date of birth, and Sex.

e)  Assign your new user workform number to your new user category.  

f)  Add 3 new community volunteers.  HINT:  Use Modify User Records.  Which fields are you prompted for? 

BONUS:  Determine the user category used for student patrons.  Add a student using a dumb user barcode.  HINT:  Use Modify User Records in the Circulation Module.   How do these fields differ from the fields in f) above?
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